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  Recruitment Management System 
 

How to Reset Your Applicant Username/Password  
 
Step 1: Click on the “I Forgot My Username/Password link. 
 

 
 
 
Step 2: Select from “Forgot your username?” or “Forgot your password? 
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Step 3:   If you select “Forgotten Username,” you will receive a username(s) that matches the email      
    address on file. If you receive multiple usernames, reset only the password for the first   
    username. 

 
 
Step 4: If you select “Forgotten Password,” you will be asked to provide the answer to the secret    
 question (case sensitive) you chose when you created your application online for the first time. 
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Step 5: The correct response to your secret question will reset your password to your username and return 
 you to the Login page. Enter your username and your password.  For example, if your username is 
 “jdoe1234” your password for the initial login after you reset the password is “jdoe1234.”  
 

 
 
Step 6: You must create a new password. Your “Current Password” is the same as your username. In the 
 example above, “jdoe1234” is the current password. Create a “New Password” and “Confirm 
 Password by retyping the new password. Click the “Submit Password Change” button. 
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Step 7: Complete the final step below by clicking the “Submit Password Change” button. 
 

 
 
 
Step 8: Your Login is complete!  You are now on the Application Status page. 
 

 
 

 


